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PURPOSE AND DESCRIPTION

Purpose

This Job Aid is designed to help you in General Voucher Processing. The general voucher process is used to create
and manage vouchers in a variety of scenarios

Description

The key activities involved in voucher processing are:
e  Activity 1: Creating a Regular Voucher without a Purchase Order
e  Activity 2: Creating a Regular Voucher with a Purchase Order
e  Activity 3: Voucher Attachments
e  Activity 4: Deleting a Voucher
e Activity 5: Inquiry for Checking an Invoice Payment
e Activity 6: Payment Request Review Process

ACTIVITY 1: CREATING A REGULAR VOUCHER WITHOUT A PURCHASE ORDER

Creating a Regular Voucher without a Purchase Order Procedure Steps

Scenario: Create a regular voucher without a purchase order. Follow the steps explained below.

1 Navigate to the Voucher Entry page: Main Menu > Accounts Payable > Vouchers > Add/Update > Regular

Entry
The Voucher Entry page will be displayed. To create a new Voucher, select the Add a New Value tab.
Favorites ~ | Main Menu ~ » Accounts Payable ~ > Vouchers + > Add/Update ~ > Regular Entry[5]
\\L Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN
2.

Eind an Existing Value || Keyword Search || Add a New Value
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Complete the following fields:
e Business Unit: Defaults to the user’s business unit, but it can be modified.
e Supplier Name
e Invoice Number
e Invoice Date
e Voucher Style: Select Regular Voucher from the menu
e  Gross Invoice Amount
e Voucher ID: Defaults to NEXT. This value should never be changed.
Favorites v | Main Menu + > Accounts Payable ~ > Vouchers = > Add/Update ~ > Regular Entry
< L Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN
Voucher
Find an Existing Value Keyword Search Add a New Value
3.
(Business Unit: 37000 @,
Voucher ID: NEXT
Voucher Style: Regular Voucher -
Supplier Name: ACCENT LEARNING & CONSULTING
TLEA001 @
Supplier ID: 0000000028 @,
Supplier Location: MAIN @,
Address Sequence Number: 1@,
r\rwomeI\lur‘nl:ner: 123
Invoice Date: 03/23/2015 @
Gross Invoice Amount: 100.00
relgi mount: X
Misc Charge Amount: 0.00
PO Business Unit: @,
PO Number: @
Estimated No. of Invoice Lines: 1
Add
Note: After Supplier Name is entered, Short Supplier Name, Supplier ID, Supplier Location, and Address
Sequence Number autopopulate.
4, Select Add.
The Invoice Information page will be displayed. In the top section, complete the following fields:
e Invoice Received (Optional)
e Payment Terms: Defaults to 23 days but the user can change as needed.
Invoice Information Payments Voucher Aftributes
Business Unit 37000 Invoice No 123 Invoice Total
Voucher ID NEXT Accounting Date 03/25/2015 [31] Line Total 100.00
5. Voucher Style Regular Voucher Schd23Days *Currency USDO‘
Invoice Date 03/23/2015 [] Basis Date Type InvDate Miscellaneous ﬂ
[ Invoice Received 03/25/2015 [5 Freight =
ACCENT LEARNING & CONSULTING
Total 100.00
Supplier ID 0000000028 @, Control Group @, Difference 0.00
ShortName ACCENT LEA-001 Q‘ Incomplete Voucher i
Location MAIN @
*Address 1 @,
Supporting documents can be added to the voucher by clicking the Attachment link.
6.
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| New W
Invoice Information Payments Voucher Attributes
Business Unit 37000 Invoice No 123 Invoice Total Non Merchandise Summary
Voucher D NEXT Accounting Date 03/25/2015 1 Line Total 100.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 23D @ 5 Schd23Days *Currency UsD @, %
Invoice Date 03/2 5 Basis Date Type InvDate Miscellaneous E
i - Template List
Invoice Received 03/2 [5 Freight = X
Advanced Supplier Search
ACCENT LEARNING & CONSULTING Total 100.00 Supplier Hierarchy
Supplier ID 0000000028 @, Control Group @, Difference 0.00 Supplier 360
ShortName ACCENT LEA-001 @, Incomplete Voucher
Location MAIN @,
“Address 1 @,
In the Invoice Lines section, complete the following fields:
e Distribute By
e  Description
e  Ship To: Defaults to Business Unit.
7. Note: SpeedCharts may also be applied in this section. The SpeedChart ChartStrings will populate the

distribution information.

If Distribute By Quantity is selected, the following fields are also required:
e Quantity
e Unit of Measure (UOM)
e  Unit Price

Enter the distribution information in the Distribution Lines section. The GL Unit and Amount will default
based on the data entered while adding the voucher. Click the plus sign (+) to add new lines to the
distribution list. To copy ChartFields from the first line, click the Copy Down checkbox before hitting the
plus sign (+). After hitting the plus sign (+), the user will be asked how many lines you to insert.

Invoice Lines (2 Find | View All First 4/ 1 of 1 &/ Last
Line 1 [C]Copy Down eedChart 2 [l One Asset ==
* A - Ship To 000031AD08 OA
Distribute by Amount 7 Work Order
Item @, Description
Quantity
uom @,
8‘ Unit Price
Line Amount 100.00
Calculate
Distribution Lines Personalize | Find | view Al | 2 | &8 First &' 1071 Last
GLChart || Exchange Rate | Statistics | Assets
ine Merchandise Amt Quantity *GLUNt  Bud Ref Fund Appropriation Dept Account Program Oper Unit Product
1 100.00 37000 1@, @, @ @ @, @, @, @,
« n »
Save Save For Later

Select the Payments tab. Vendor Remit to Location should be checked for accuracy, and changed if

needed.
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FEQJECT

Invoice Informatian l Payments |1mmnaraﬁn:utes

Business Unit 37000 Invoice No 123
Invoice Date 03/23/2015

Incomplete Voucher

Voucher ID NEXT
Voucher Style Regular Voucher

Total Amount 100.00 *Pay Terms 23D @, Schd23Days
Supplier Name ACCENT LEARNING & CONSULTING
Payment Information
Payment 1
*Remit to 0000000028 @, FF Gross Amount 000 ygp
Location MAIN Q@ Discount usD
*Address 1 @,

ACCENT LEARNING & CONSULTING
332 W WILSON 8T
STOUGHTON, Wi 53589

Verify the Remit to Address is correct. If not, select the correct address from the list of available options. If
the desired address is not available, contact your supervisor. Review the information in the Payment

10. . . . L. L
Information and Payment Options section. This information is populated bydefault but can be manually
overridden if necessary.
Select Save. The system will automatically check to verify that the Voucher Header total matches the Line
1 Total. In addition, the system also verifies chartfields for valid values and combo editing. Any errors
’ occurring at save time must be corrected for further processing. After a voucher is successfully saved, a
voucher ID is auto assigned.
Go to invoice information tab. Budget check the voucher by first selecting Budget Checking from the
Action menu. Select Run to perform the budget check.
Voucher ID 00000008 Accounting Date 12/01/2014 5 Line Total 100.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 23D A schazapays “Currency usD@, Comments(0)
Invoice Date 12/01/2014 B Basis Date Type Inv Date Miscellaneous §j  Atachments (0)
Invoice Received 12/02/2014 Freight = Template List
Advanced Supplier Sear|
12. ACCENT LEARNING & CONSULTING o — Preview Approval
Supplier ID 0000000028 Q‘ Control Group @, Difference D‘DU Supplier Hierarchy
ShortHame ACCENT LEA-001 @ : Supplier 360
Location MAIN @,
“Address 1 @,
Save Action - Run Calculate Print Submit Approval
Copy From Source Document _.

ACTIVITY 2: CREATING A VOUCHER WITH A PURCHASE ORDER

Creating a Voucher with a Purchase Order Procedure Steps
Scenario: Create a voucher with a purchase order. Follow the steps explained below.

Navigate to the Voucher Entry page: Main Menu > Accounts Payable > Vouchers > Add/Update > Regular

1.
Entry
The Voucher Entry page will be displayed. To create a new Voucher, select the Add a New Value tab.
Favorites ~ Main Menu + > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry 2]
‘\ 7 Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN
2. 'Y

Eind an Existing Value || Keyword Searc! Add a Hew Value
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Complete the following fields:
e  Business Unit: Defaults to user’s business unit, but it can be changed.
e Invoice Number
e Invoice Date
e Voucher Style: Select Regular Voucher from the menu
e  Gross Invoice Amount
e Voucher ID: Defaults to NEXT

Select Add.

In the Copy From Source Document section, select Purchase Order Only from the Copy From menu.

Select Go.

UDpIET 10 UUnouoonS, ToNtror Group, SUPPIET 360

3 J Difference 0.00
ShortName VERIZON WI-001 @, Incomplete Voucher
Location MAIN @,

“Address 1 @,

Save Save For Later Action - Run Calculate Print

Copy From Source Document

Copy From None -

Non PO Receipt
None

PO Receipt
Purchase Order Only
Template
\oucher

PO Unit 50500 @, PO Number @, Copy PO Go

Invoice Lines (2

Line 1 [[]Copy Down SpeedChart @

. Amc - Ship To @
Distribute by Amount Wark Order

Item @, Description

All First 4 10f 12 Last

[T one Asset EIE

Enter the PO Business Unit. Enter Additional search criteria on this page to further narrow the search.

Copy Worksheet

Business Unit 37000 Return to Invoice Information Voucher NEXT

PO Lookup Criteria

PO Number From @, PO Number To
PO Line Number From PO Line Number To
*PO Date Option No Date - PO Date =

1Y} Additional Search Criteria

@ Getonly the PO lines that contain the following information
Get all PO lines for any PO that contains the following information

Item ID Item Description Quantity Unit Price  Merch Amt Supplier ltem 1D Mfg Item 1D Contract ID Contract Line Release
@,

Max Rows

[ PO Business Unit @, ] Reset View Matched /Cancelled Only

Expand the Additional Search Criteria section. Specify any additional search criteria. Select Search.

The Select PO Lines section displays the purchase orders that met the search criteria. Check the checkbox

next to applicable PO lines to copy into the voucher. Select Clear All to deselect all the lines.

Select Copy Selected Lines to import the selected PO lines into the voucher.

10.

Move to the Invoice Information tab.

. The Vendor, Name, Location and Address all copy over from the copy source.

These values must match the purchase order when the matching process is run.

. Enter the Invoice Number from the vendor’s invoice. STAR edits for duplicate
invoice numbers based on invoice number and vendor ID. A voucher with a duplicate invoice

number can be saved in a recycled state, but will not continue to process until resolved.

. Enter the Invoice Date on the vendor’s invoice. The scheduled pay day uses the

Invoice date and the payment terms selected.
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. The Pay Terms copy over from the purchase order or receipt and should not be
changed. It defaults to 23 Days if there are no payment terms on the purchase order.
. Enter the invoice amount in the Total Dollar Amount after the purchase order or

receipt is copied. When this field is populated, the Total and Gross Amount on the Payments page
will populate with the same amounts.

° Click on Comments to enter notes about the invoice. They are meant for reference
only and up to 254 characters can be entered.

11. Review the Invoice Lines section. Add or modify information as necessary.

Review the Distribution Lines section. The fields are populated when the Purchase Order is copied. Add or
12. modify information as necessary. Click the plus sign (+) to add new lines to the distribution list. Click the
minus sign (-) to remove lines from the distribution link.

Select Calculate from the Invoice Lines section. When the voucher is in balance, the Difference will display

13. . .
0.00 in the Balancing box. Insert old language from non PO voucher about balance check.

ACTIVITY 3: VOUCHER ATTACHMENT

Voucher Attachment Procedure Steps

Scenario: Add an attachment to a voucher. Follow the steps explained below.

Navigate to the Voucher Entry page: Main Menu > Accounts Payable > Vouchers > Add/Update > Regular

= Entry

If a voucher is getting edited and the processor knows the Business Unit, Voucher ID, or other information,
use enter the Search Criteria under the Find an Existing Value tab and click Search.

If a new voucher is being created, move to the Add a New Value tab. Enter the Supplier ID, Invoice
3. Number and Invoice Date. Change the Voucher Style to Regular Voucher. If necessary, the Business Unit
may be changed. Select Add.

On the Invoice Information tab, the Invoice No, Invoice Date and vendor information default from the
information on the previous page.
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Invoice Information Eayments Voucher Attributes
Business Unit 50500 [ tnwoice Ho 12245 ) [TUEESIE
Voucher 1D NEXT Accounting Date 03/10/2015 i) Line Total 0.00
Voucher Style Journal Voucher Pay Terms 230 SchdziDays =Currency USD|4,
l Invoice Date 03/10/2018 % ] Basis Date Type Inv Dat=
. . Total
Invoice Received L) .
Difference 0.00
ABM CORP
Supplier 1D 0000000085 Control Group r]
ShortName AEM CORP-D01 Related Voucher
Location MAIM Incomplete Voucher
*Address 1
Save Save For Later Action - Fun Galculate Print
Click Attachments on the Invoice Information page.
THeww]
Summary | Related Documents || Invoice Information || Payments || Voucher Attributes || Error Summary
Business Unit 37000 Invoice No [12345 Invoice Total MNon Merchandise Summary
VoucherID 00000042 Accounting Date 03/16/2015 [ Line Total Session Defaults
“Pay Terms 23D @ /= Schd23Days *Currency amments(0

Voucher Style Regular Voucher

Attachments (0)

transaction before adding large attachments.

Add Attachment

oK Cancel Refresh

Adding large attachments can take some time to upload, therefore, it is advisable to save the

Invoice Date 03(16/2015 5] Basis Date Type Inv Date Miscellaneous
Invoice Received [ Freight =] o
Advanced Supplier Search
AT&T
""" . Total 100.00 Approval History
Supplier ID 0000000015 Difference .00 Supplier Hierarchy
Shorthame AT&T-001 Q Supplier 360
Location MAIN @,
~iddrecs 2
Select Add Attachment.
Voucher Header Attachment
Business Unit 37000 Voucher ID NEXT
[
Details Personalize | Find | view All | 0 | & First 4+ 10f 1'% Last
File Name Show to Approver? |Description User Name Date/Time Stamp
View =

Select Browse.

File Attachment

Erowse

Erowse

Upload | | Cancel

Erowse

Choose the appropriate file and select Open.
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= Choose File to Upload

J <« My Documents » STAR-WIDOA » Misc

A E

Organize +

A0 Favorites T

B Desktop
&8 Downloads

%] Recent Places

i Libraries
[ Documents
&) Music
= Pictures

BE Videos

i,

1% Computer

G 0SDisk (C)

New folder

Name

g

B3] STAR Training Environment Role Ds_ 2 11...

I

% STAR_Job Aid Template_Process Versio

B Copy of STAR Training Development Pro...
=

evelopment Resources
unctional Meeting SME Matrix
TAR intro notes

STAR_Functional Review Template 01.28

8 Training Meeting Minutes 2-17

Test Attachment

raining Team Meeting Minutes 2-10-15

TAR_Training Guide Template 112 2015

Date modified Type
2/22/2015 2:44 PM
2/19/201510:30 AM
2/24/20151:37 PM
2/17/2015 3:28 PM
3/12/201510:59 AM
2/23/2015 4:48 PM
3/11/2015 4:21 PM
3/11/2015 4:22 PM
2/17/2015 5:04 PM
2/17/20151:03 PM

TAR_Job Aid Template_Simple Version._.

File pame:  Test Attachment

Microsoft Excel N
Microsoft Word [
Microsoft Word [
Microsoft Word [
Microsoft Excel W
Microsoft Powerf|
Microsoft Ward C|
Microsoft Word [
Microsoft Word [
Microsoft Word [

Microsoft Word |

Microsoft Word T «
v

Cancel

Select Upload.

File Attachment

Cancel

C:\Users\timothy.branch\Documents\STAR - WI DOAWs

Browse

Browse...

Browse...

Select OK.

Voucher Header Attachment

Business Unit 37000

Details
Show to
10 File Hame Approver?
Test_Attachment docx

transaction before adding large attachments.

o A0 AllachmeEnt

oK Cancel Refresh

Voucher D 00000044

Description

User

Adding large attachments can take some time to upload, therefore, it is advisable to save the

Personalize | Find | view Al | & | H8

Hame

First 4" 4 of 1 2/ Last
Date/Time Stamp

=

Attachments link.

[Related Documents Invoice Information Payments

pisiness Unit 27000 Invoice No Pa765
VoucherID 00000044
ucher Style Regular Voucher

11.

*Pay Terms 23D

nvoice Date 03/16/2015 Basis Date Type InvDate
ce Received 03/18/2015 [E
VERIZON WIRELESS
Supplier ID 0000000032 O‘
ShortName VERIZON WI-001 @
Location MAIN Q@
*Address 1 Q,
9 Action

Welcome AGENCY_AP_PROCESSUR Logged on PFNTRN

ucher Atfributes

Accounting Date 03/16/2015

Back on the Invoice Information page, the number of attachments will show in parentheses next to the

Error Summary

A8 scnazapays

Invoice Total
Line Total
*Currency
Miscellaneous
Freight

Total
Difference

Calculate

| New Wind

MNon Merchandise Summary
100.00 Session Defaults
USD@, Comments(0)
ﬂ Template List
Advanced Supplier Search
Preview Approval

100.00
000 Supplier Hierarchy
Supplier 360
Print Submit Approval

10
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12.

Select Save after returning to the Invoice Information page.

11
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ACTIVITY 4: DELETING A VOUCHER

Deleting a Voucher Procedure Steps

Scenario: Delete a Voucher in PeopleSoft. Follow the steps explained below.

Step Action

1 Navigate to the Voucher Delete page: Main Menu > Accounts Payable > Vouchers > Add/Update > Delete
’ Voucher
The Voucher Delete page is displayed. Enter the business unit in the Business Unit field, and then click the
Search button.
Favorites = Main Menu =~ > Accounts Payable ~ > Vouchers ~ > Add/Update » > Delete Voucher|al
l\ L Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN
Find an Existing Value
Search Criteria
[Business Unit: = - 37000 OJ]
2. Voucher ID: begins with +
Entry Status: = - -
Invoice Number: pegins with +
Short Supplier Name: begins with
Supplier ID: begins with @,
Supplier Name: begins with +
[ case Sensitive
Clear |BasicSearch Q@ Save Search Criteria
Note: Only the vouchers that have not been posted or paid can be deleted.
The search results are displayed in the Search Results section. Select an appropriate voucher from the
search results.
Search Results
Wiew All First (4 1-410f41 () Last
Business Unit Voucher ID Entry Status Invoice Number Invoice Date Short Supplier Name Supplier ID  Supplier Name
3 00000043 Postable 12345 03M6/2015 AT&T-001 0000000015 ATET
° 37000 00000042 Recycle (blank) 0116/2015 1CON INTEG-001 0000000002 ICON INTEGRATION & DESIGN INC
37000 00000040 Postable  Change30DUP 01/22/2015 GRAEBEL CO-001 (0000000067 GRAEBEL COMPANIES INC
37000 00000039 Postable 90DUP 01/22/2015 GRAEBEL CO-001 0000000067 GRAEBEL COMPANIES INC
37000 00000038 Postable testcontrolgroups2 0113/2015 EXCELLUS H-001 0000000018 EXCELLUS HEALTH PLAN, INC.
37000 00000037 Postable  testcontrolgroups1 01/08/2015 AMERICAN L-001 0000000098 AMERICAN LITHOGRAPHY &
37000 00000035 Postable  MultiPayee 01/20/2014 APEX-001 0000000048 True Value Hardware
37000 00000034 Postable  Handimess 01/20/2015 INTERNATIO-001 0000000024 INTERMNATIONAL RETIREMENT RES

12
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Q Welcome AGENCY_AP_PROCESSOR Logged on PENTRN

The Delete Voucher tab is selected by default. Review the details displayed in this tab, and click the Delete

| Detete voucner || woucner Detaiis |

Message

Warning - Delete Confirmation (7030,12)

Press OK to delete the voucher. Press Cancel if you do not want to delete the voucher.

Business Unit 37000 Voucher 00000032
Supplier
4. Supplier 0000000028 ACCENT LEARNING & CONSULTING
Short Name ACCENT LEA-D01
Voucher Information
Invoice M25 QOrigin  OMNL Header Budget Status valid
Date 04/20/2015 Group Non-Prorated Budget Status ‘alid
Gross Amount 5000 USD Entry Status Postable
Related Voucher
Delete
|l save | [ RetuntoSearch |[+| PreviousinList | 4 NextinList ||c=) Notify |
Delete Voucher | Voucher Details
Note: The budget check process will restore the deleted voucher amount to the budget.
The Message pop-up window appears. Read the warning message. To continue deleting the voucher, click
OK.
5.

13
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ACTIVITY 5: INQUIRY FOR CHECKING AN INVOICE PAYMENT

Inquiry for Checking an Invoice Payment Procedure Steps

Scenario: Perform an inquiry to check an invoice statement in PeopleSoft. Follow the steps explained below.

Step Action

1 Navigate to the Voucher Entry page: Main Menu > Accounts Payable > Review Accounts Payable Info >
' Vouchers > Voucher
On the Voucher Inquiry page, under Search Criteria, the following fields are required:
e Business Unit — From and Business Unit — To fields to enter a business unit or range of business units
to be used in the search.
e Amount Rule that allows the user to select an amount rule type. The default is Any and other options
are: Equal to, Greater than, Greater than or equal to, Less than and Less than or equal to.
e Voucher Style to select a specific voucher style. The default is All Vouchers. Other options include:
Regular Vouchers, Journal Vouchers, and Adjustments.
[ From To ]
Business Unit 37000 @, 37000 @
Voucher ID @, @,
Invoice Id N @,
Supplier SetlD SHARE OJ
Short Name @, @,
Supplier Name @, @,
Additional Name @, @,
Supplier ID @, @,
2, Supplier Location @,
Entry Status -
Incomplete Voucher -
Accounting Dt [E [
Invoice Date Eg Eg
Due Date
Entered Date B El
Origin SetID OA
Origin @, @,
Control Group ID OJ OJ
Contract ID
Lease Number N
PO Business Unit @,
Purchase Order
Item ID
“Amount Rule any -
l Amount : l
Currency
l “Voucher Style Al vouchers - ]
Enter additional search values as appropriate and select Search.
e Note: If a range of supplier Short Names is entered, Supplier Location cannot be entered in the same
3. search.
e Note: If a range of Business Units is entered, the user cannot search for either a Voucher ID or an
Invoice ID
4 Expand the Sort Criteria section. Use this section to change the sort criteria and add the display order. The
) results are sorted by default based on Voucher ID in Ascending order.

14
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Sort Criteria

Sort By VoucherID

*Sort Asc/Desc Ascending

Sort Display

5. Click Sort Display to sort the Voucher Inquiry Results based on the identified sort criteria.
Find the desire voucher and select Actions to the left of Business Unit and Voucher ID.
Display Currency Criteria
Late Interest Analysis
Voucher Inquiry Results Personalize | Find | viewAll |20 | B First @ 1-430f43 ® Last
Voucher Details Amounts More Details Supplier Details
6 Actions Sﬁ;inass Voucher ID Invoice Humber ‘Dna\;DemE Supplier ID  Entry Status | Incomplete Match Status Short Supplier Name
37000 00000006 8412545987 01/20/2015 0000000034 Postable Mot Applicable VANGUARD 5-001 e
Scheduled Payments
« Action I0DUP 01/22/2015 0000000067 Postable Mot Applicable GRAEBEL C0-001
Voucher Details
~ Action Review Document Status  zstcontrolgroups 01/08/2015 0000000098 Postable Mot Applicable AMERICAN L-001
~ Actions 37000 00000038 testcontrolgroups2 01/13/2015 0000000018 Postable Mot Applicable EXCELLUS H-001
« Actions 37000 00000042 01/16/2015 0000000002 Recycle Mot Applicable ICON INTEG-001
7. From the Actions menu, select Scheduled Payments.
Scroll down to view the Scheduled Payments section. Review the scheduled payment information.
E Display Currency Criteria
1stsort - [] Descending
2nd sort - [“] Descending Sort
° Scheduled Payments Personalize | Find | View Al | 2 | E First'*' 10f1 &' Last
Schedule Details Voucher Details Bank Details
Business Pymnt Payment Scheduled to Hold Gross Trans
Unit oucke ) Hbr Method Pay Payment Amount Currency SuppicyE) SUpDiCRamE
37000 00000006 1 CHK 0211212015 -1,000.00 USD 0000000034 VANGUARD SYSTEMS INC
Close the Scheduled Payment Inquiry page and select the Amounts tab in the Voucher Inquiry Results
section.
Voucher Inquiry Rg Personalize | Find | view Al | G0 | First 4 1-45 of 45 *' Last
Voucher Details More Details || Supplier Details
Vi h
S.
~ Actions 37000 00000006 usD -1,000.00 -1,000.00 0.00 0.00 0.00 0.00 EIEIEI‘
Here, view various amounts and charges of the voucher, including: Gross Invoice Amount, Voucher Unpaid
Balance, Gross Amount Paid and Net Amount Paid.
Select the More Details tab in the Voucher Inquiry Results section.
Voucher Inquiry Results Personalize | Find | view Al | 2 | B8 First ) 14
Voucher Details || Amounts Supplier Details
Business Supplier Approval Close Budget
10 Actions Unit Voucher ID Voucher Style Loc Post Status Status Approval History Status Origin Due Date Basis Date Acctg Date Entered on Header Budget Mis]
. Statusa
Errorin
~ Actions 37000 00000006 Regular Voucher  MAIN Unposted Pending Approval History Open ONL 02122015 01/20/2015 01/20/2015 01/20/2015 Budget Valid Budg
Check

In this section, the user can review line and distribution line detail for the voucher.
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ACTIVITY 6: PAYMENT REQUEST REVIEW PROCESS

Payment Request Review Procedure Steps

Scenario: Approve a Payment Request in PeopleSoft. Follow the steps explained below.

1. Navigation: Accounts Payable > Payments > Payment Requests > Payment Requests Center
The Payment Requests Center shows all the submitted payment requests. Click on the pen icon to
navigate to the Payment Request pages.
Payment Request Center WeCome:  AGENCY AP PROCESSIR
From 122320% led3adans §
gy it Ngmtar of Bagmmhy
o
2.
Requests
Grgeet D D) Datrome feppler 0 Seppler Dewrgtan J._:'_f. TRy Irgey B ', —- l'_ - 5"':'- -
3 Click Next to review all relevant payment request information on each of the four tabs, making revisions
’ as necessary.
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Favorites ~ Main Menu = > Accounts Payable ~ > Payments - > Payment Request ~ > Payment Request Center
Home
4 Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN
Payment Request
= =] | =]
| L .l
Summary Information Supplier Information Invoice Details Review and Submit
Exit Save for Later | 14 Previous Mext b
Invoice Details - Step 3 of 4
Instructions (7
Business Unit 50500 Invoice Number 3453 Entered By AGENCY AP PROCESSOR
RequestID 0000000005 Invoice Date 03/27/2015 Entered Datetime 03/27i2015 12:22AM
Line item ID Description Quantity Unit Unit Price Line Amount
1 000000000000000001 Testitem 1 1.0000 100.00 ’ @
Add Lines *Cost Sub-Total 100.00
Misc Charge Amount
Freight Amount
Total Amount 100.00 *Currency USD @,
Exit Save for Later | 14 Previous Next

At the Review and Submit tab, click Payment Message.

Favorites ~ Main Menu ~

W

> Accounts Payable ~ > Payments - » Payment Request ~ » Payment Request Center

Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN

Payment Request

=1

[ |

Summary Information

Review and Submit - Step 4 of 4

Instructions (7

Business Unit 50500
RequestID 0000000005

Description test

Total Amount 100.00 UsD

L
Supplier Information

Invoice Number 3453
Invoice Date 03/27/2015

Supplier STRATEGIC RESOURCE COMPANY SRC

@

Review and Submit

L
Invoice Details

Exit Save for Later |14

Entered By AGENCY AP PROCESSOR
Entered Datetime 03/27/2015 12:22AM

Payment Message

Enter a Conversation Topic and Your Response. Click Post.

Review Messages

Message Details

Initial Date Time 03/27/2015 10:48:17AM Supplier SetiD SHARE

RequestID 0000000005 Supplier ID 0000000008 STRATEGIC RESOURCE COMPANY SRC

Requester Request Status Submitted

Request Created Datetime 03/27/15 12:24AM

Message Details

Datetime 03/27/2015 10:48AM

*Conversation Topic Test Topic

Gross Invoice Amount

Message To

Message

Your Response

100.00 USD

Approve this Requesll

l Post l Cancel

Click Submit.
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ing

Favorites ~

4 L

Review and

Summary Information

Main Menu + > Accounts Payable ~ > Payments ~ > Payment Request + > Payment Rd

Welcome AGENCY_AP_PROCESSOR Logged on PEFNTRN

Payment Request

B Bl

| L
Supplier Information

Submit - Step 4 of 4

Instructions (7

Invoice Number 3453
Invoice Date 03/27/2015

Business Unit 50500
RequestID 0000000005

Description test
Supplier STRATEGIC RESOURCE COMPANY SRC
Total Amount 100.00 usD

Request Status Submitted

Click the "Review” button to review the detailed request.

Click the "Submit” button to submit your request.

Review
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